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1. O01mme moJIoKeHuA

1.1. Hacrosimee TMOJOXKEHHUE PETIaMEHTUPYET JACSITeNbHOCTh Oubmuoreku MBOY
«bapauaTckast ocHOBHast 001Ie00pa3oBaTebHas mKoa» (1anee — oOpa3oBaTe/IbHAS OPraHU3aIHs).

1.2. Hacrosimiee moJioxkeHHEe pa3paboTaHO B COOTBETCTBUU ¢ DemepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 o6pazoBanuu B Poccuiickoit deneparuny, mpukazoM MUHKYIBTYpPHI OT
08.10.2012 Ne 1077 «O6 yrBepxknaenun Ilopsiaka ydera JOKYMEHTOB, BXOJSIIMX B COCTaB
oubmmoreuHoro ¢GoHga» ¢ yderom mrcbMa MuuoOpazoBanus ot 23.03.2004 Ne 14-51-70/13 «O
[IpumepHOM TOJIOKEHUU O OMONMHOTEKEe O0O0IEe00pa30BaTEILHOTO YUPEKACHUM», METOINYECKuX
PEKOMEH Ialnit OI'BHY «HIIb M. K. . YIIHCKOTro)» oT
31.05.2017, pexomenaanuit MuakynbTypsl oT 12.09.2017 mo paGoTte OMOIMOTEK ¢ JOKYMEHTaMH,
BKJIFOYCHHBIMH B (DeiepalIbHBINA CITUCOK SKCTPEMHUCTCKUX MAaTEpUAJIOB.

1.3. bubnunoTteka co3maercs B 00pa3oBaTelIbHOM OpraHU3aIliy B LEIAX 00eCIeueHus paBa
YYaCTHUKOB O0Opa30BaTeIbHBIX OTHOIICHHWH Ha OECIUIaTHOE II0JIh30BaHHE OWOIMOTEYHO-
MH(POPMAITMOHHBIMHU PECYPCAMHU.

1.4, Tlopsimok TMOJIP30BAaHUS MCTOYHHMKAMU HH(POPMAIMH, TIEPEUYEHb OCHOBHBIX YCIYT U
YCIIOBUS UX MPEAOCTABICHUS OMPENEISIFOTCS HACTOAIINM TOJIOKEHUEM O OMOIUOTEKE U MPaBUIaAMHU
MOJIb30BaHMsI OMOIMOTEKOU, YTBEPKICHHBIMHA PYKOBOIUTENIEM 00pa30BaTebHOM OpraHu3alvu.

1.5. Opranumzanus  oOCIyXKMBaHUS ~ YYaCTHUKOB  0Opa30OBaTENbHBIX  OTHOIICHHIA
MPOM3BOJIUTCS B COOTBETCTBHHM C IpaBUJIAMU TEXHUKH O€30MacHOCTH W IPOTHBOIIOKAPHBIMHU,
CaHUTAPHO-TUTUEHUYCCKUMHU TPEOOBAHUSIMU.

2. Henu, 3anaun, pyHkuuu 6ubd1u0TEKH

2.1. llenu OUOIMOTEKU COOTBETCTBYIOT LIETSIM 00pa30BaTEIbHON OpraHU3aIlu U BKIIOYAIOT
B cebsa B TOM umcne: GopMUpOBaHHE OOIIEH KyIbTypbl JTUYHOCTH OOydYaloIIUXCsS Ha OCHOBE
YCBOGHHUS COJIEpKaHHUS OCHOBHBIX OOIe00pa3oBaTeIbHBIX MPOrpaMM, UX agalTalus K KU3HU B
oOmiecTBe, CO3JaHME OCHOBBI I OCO3HAaHHOTO BHIOOpPa ¥  TMOCIEIYIOIMIETO OCBOCHHS
npodeccroHabHBIX 00pa30BaTENbHBIX MPOTPaMM, BOCIIUTAHUE TPAXKIAHCTBEHHOCTH, TPYAOIIO0N,
yBOKEHUA K TpaBaM M CBOOOJaM dYeloBeKa, JII0OBU K OKpyxkaromied mpupone, Pomune, cembe,
(dhopMHpOBaHKE 3I0POBOTO 00pa3a KU3HU.

2.2. 3agauamu 6uOMHMOTEKH 00pa30BaTENLHOM OpraHU3alluy SIBISIOTCS:

e of0ecrmeueHHe Yy4YacTHHKaM oOOpa30BaTEeNbHBIX OTHOIIEHWH —  OOydaromuMmc,
MeIarOrMYeCKUM PabOTHUKAM, POJAMTENSIM (3aKOHHBIM TMPEACTABUTESAM) oOydaroniuxcs (mpanee —
MOJIL30BATENSAIM) — JIOCTyNa K HWH(POPMALMK, 3HAHUSAM, HJIESIM, KYJIbTYPHBIM IICHHOCTSIM



MOCPE/ICTBOM ~ HCIOJB30BaHUS OMOIMOTEYHO-MH(POPMALIMOHHBIX PECcypcoB 00pa3oBaTebHON
OpraHu3aluy,

e  BOCHHMTaHHE KyJbTYPHOTO M T'PaXJAHCKOIO CAMOCO3HAHHs, TIOMOIIb B COLMAIM3ALUU
o0yyJaromerocs, pa3BUTHH €ro TBOPUECKOTO MMOTEHINANIA,

e TpuBIEYEHHE  OOYyJaOUMXCS K  CHCTEMAaTHYECKOMY  YTCHHIO  Y4eOHOH,
XY/JI0’KECTBEHHOM, HAYYHO-TIOITYJIIPHOM JIMTEPATYPBHI;

e  COJEHCTBHE Pa3BUTHIO MO3HABATEIBHBIX HHTEPECOB M CIOCOOHOCTEH 00yUJaromuXcs;

e (QopmMupoBaHHE HABBIKOB HE3aBHCHMOTO OHOJIMOTEYHOTO TIOJIBL30BATENsI, OOydeHUe
MOWCKY, OTOOPY ¥ KPUTUYECKOH OleHKEe HH(pOpMAaIHH;

e COJCICTBHE TMEAArOrMYecKUM pPa0OTHHKAM B MOA00OpPE HAYYHO-METOANYECKOMN
JTUTEPaTyphl, THOOPMHUPOBAHKE O HOBBIX MTOCTYIUICHUSX B OMOIMOTEYHBIN (QOH];

e  COBEpIICHCTBOBAHUE MPEIOCTABISEMBIX OMOIMOTEKON yCIYr Ha OCHOBE BHEIPEHUS
HOBBIX HH(OPMAIIMOHHBIX TEXHOJOTMM M KOMIBIOTEpU3alUU OUOIMOTEYHO-MH(OPMALMOHHBIX
po1ieccoB, GopMUpoBaHUE KOMPOPTHOI OHOTUOTEUHON CPEIbI.

2.3. bubnmoTeka BBIMOHSET CIeIyone (QyHKITHH:

2.3.1. ®opmupyer (oHg OMOIMOTEUHO-HH(DOPMAIIMOHHBIX pPECYpCOB 00pa3oBaTEILHOM
OpraHu3aIum;

e KOMIUIEKTYeT OCHOBHOW  (OHA  Yy4eOHBIMH, XYHOKECTBEHHBIMH, HAayJYHBIMH,
CTPAaBOYHBIMH, MTE€JATOTUICCKUMHU M HAYIHO-TIOMYJISIPHBIMUA JOKYMEHTAMH;

e  yYacTBYeT B KOMIUIEKTOBAaHWHU CIICIHAIM3UPOBAHHOTO (OHIA yYeOHMKAMH W3 YHCIa
BXOJMIIUX B (enepaibHbIl TepeueHbh YYEOHWKOB, MOMYINICHHBIX K WCIIOJB30BaHUIO TPH
peanu3alii  UMEIOIIUX  TOCYIapCTBEHHYIO  aKKpEIWTAIMIO  00pa3oBaTENbHBIX  IMPOrpaMM
Ha4yaJbHOTO OOIIEr0, OCHOBHOTO OOIIero, cpemHero oOmero oOpa3oBaHus, W y4COHBIMH
MOCOOUSIMH, JOMYIIEHHBIMU K KCIIOJBb30BAaHHUIO MPU pealli3allid YKa3aHHBIX 00pa30BaTelIbHbBIX
MpOrpamm;

e akKymynupyer (OHJ TOKYMEHTOB, CO3/IaBaéMbIX B 00pa3oBaTelIbHON OpraHu3alvu
(my6nukanuii ¥ paboT memaroroB o0Opa3oBaTEIbHON OpPraHU3allMM, JYy4YIIMX HAYYHBIX paboT U
pedeparoB ydammxcs u ap.);

e OCYUIECTBIISIET pa3MelleHHe, OpraHU3aIUI0 U COXPAHHOCTh JOKYMEHTOB,;

e OpraHuzyer M  BeJeT  CIPaBOYHO-OMOMMOrpaduueckuid  ammapar:  KaTaJloTH
(andaBuTHBIA,  CHCTEeMATHYECKHi), KapTOTEKH  (CHCTEMAaTHUYECKYH0  KapTOTEKy  CTaTeH,
TEMaTHYECKHE KapTOTEKH), 3JCKTPOHHBIM Karaior, 6a3bl JaHHBIX MO MPOQHI0 00pa3oBaTebHON
OpraHu3aIiy.

2.3.2. OcymecTiser muddepeHIpoBaHHOE O6nbIMOoTEeYHO-MH(OPMAITMOHHOE
00CITy>)KMBaHUE 00YJarOITUXCS

e  MpeAocTaBiseT UHPOPMAIIMOHHBIE PECYPCHI HA PA3TUYHBIX HOCUTEISX;

e oOpraHuzyer oOOydyeHHE HaBbIKAM HE3aBUCUMOTO OHOIMOTEYHOrO IMOJIb30BATENS U
noTpebutens uHboOpMaIuu, COACHCTBYET WMHTErpallid KOMIUIEKCa 3HAHHM, YyMEHUH W HaBBIKOB
paboTHI ¢ KHUTOM ¥ HHPOPMAIIHEH;

e OKa3plBaeT HWH(MOPMALMOHHYIO TMOJJICPKKY B pEIICHWU 3a/1a4, BO3HUKAIOIIMX B
nporecce yueObHol, camooOpa3oBaTeIbHOM U JOCYTOBO IeATEIHHOCTH 00yJaroINXCs;

e  OpraHM3yeT MacCOBBIE MEpPONPUATHS, OPHEHTHPOBAHHbIE Ha pa3BUTHE OOImEH u
YUTATEIbCKOMN KYIbTYPHI TUUYHOCTH;

e CoOJeiCTByeT TMeAarorn4eckuM paOOTHHKAM B OpraHu3aluM  00pa3oBaTEIbLHOTO
nporecca 1 1ocyra o0y4aronuxcs.

2.3.3. Ocymectiser mddepeHIpoBaHHOE On61MoTeYHO-NH(POPMAIIIOHHOE
oOcCITy>)KuBaHHE MeJaroruueckKux pabOTHUKOB!

e  BBIABILET MH(POPMAIMOHHbIE MOTPEOHOCTH U YIOBJIETBOPSET 3alpPOCHI, CBS3aHHBIE C
oOy4yeHHueM, BOCITUTAHUEM O0YyJaroINXC,

e cojneiictByer  mpo(ecCCMOHAIBHOW  KOMIIETEHIMH  [€JaroroB,  MOBBIIIEHUIO
KBaJTM(HUKAIIUY, TIPOBEICHHUIO aTTECTAIUH,



e  OCYHIECTBIIICT TeKyiiee uHpopmupoBanue (mHU wuHDOpPMAIKK, 0030pbl HOBBIX
NOCTYIUICHUH ¥ yOJIMKALUH);

e  crocoOCTBYET MPOBEACHUIO 3aHATHI MO (OPMUPOBAHUIO MHPOPMAIIMOHHON KYIbTYPHI
oOyuaromuxcs, SBISeTCS 0a30il s TPOBEIACHHS TPAKTHUYECKUX 3aHATHH 1o paboTe cC
UH(OPMAIMOHHBIMU PECYPCAMHU.

2.3.4. Ocymectisier mddepeHIpoBaHHOE O610IMOTEYHO-UHPOPMAILIIOHHOE
00CITy’)KHBaHUE pOIUTENCH (3aKOHHBIX MPEACTABUTEIICH) 00yUarOIIUXC s

e  VJOBIETBOPSIET 3ampOChl IMOJIb30BaTeNIeH W MH(MOPMHUPYET O HOBBIX IMOCTYIUICHUSX B
OuOIHOTEKY;,

e  KOHCYIBTHPYET TIO BOINpOCAM OpraHW3allMd CEMEHHOTO YTCHHUS, 3HAKOMHUT C
nHpopManre o BOCIIUTAHHIO JIETEH;

e  KOHCYJIBTHPYET IO BOIPOCaM yIEOHBIX U3IaHUH I 00 yJarOITUXCA.

3. Opranu3ainusi 1eiTeJIbHOCTH OMOJIMOTEKH

3.1. OOmee pyKOBOJCTBO MAEATEIHHOCTHIO OUOIMOTEKH OCYIIECTBISIET PYKOBOIHUTENb
00pa30BaTeNIbHOM OpraHu3aluy.

3.2. HemocpenctBeHHOE PYKOBOACTBO  OHMOJIMOTEKOH  OCYIIECTBISIET — 3aBEAYIONTUI
OMOITMOTEKOM, KOTOPBIN HA3HAYAETCS PYKOBOJAUTENEM 00pa30BaTeIbHOM OpPraHUu3aIiy.

3.3. 3aBenyrommii OMOIMOTEKON HECET OTBETCTBEHHOCTHh B IMpejeiiaX CBOCH KOMIICTCHIINN
3a OPraHu3aIrIo0 ¥ Pe3yIbTaThl IEATETLHOCTH OMOTNOTEKH.

3.4. 3aBemyrommii OMONMMOTEKOW pa3pabaTblBaeT ¥ MPEICTABISET PYKOBOIUTEIIO
00pa30BaTeIILHON OpraHu3aluy Ha YTBEPKICHHUE CIIEAYIONTUE TOKYMCHTHI:

e TIOJIOKEHHE 0 OMOTMOTEKE, MTpaBMJIa MOJIb30BaHUS OMOITHOTEKOM;

e TIOJIOKEHHUE O MJIATHBIX yciyrax OubInoTeKy,;

e IUIAHOBO-OTYETHYIO JIOKYMEHTALIHIO.

3.5. B cocraB OMOIIMOTEKN BXOIUT:.

e a0OHEMEHT;

e YHTAIbHBIN 34,

e OTJEN YUeOHUKOB,

e oTaen nHpopManoOHHO-O0uOIOTrpaduIecKoi paboThI,

e MeJuareka.

3.6. bubnuoreuyHo-uHGOPMAIIMOHHOE OOCTYKHBAHHE OCYILECTBIISIETCSI B COOTBETCTBHH C
IJIaHaMU pabOThl OMOIMOTEKH U PEKMUMOM pabOThl 00pa30BaTEIbHON OpraHU3aIHH.

3.7. bubnuoTeka BIpaBe MpeA0CTaBIATh TUIATHBIE OMOINOTEYHO-UH(POPMAIIMOHHBIE YCIYTH,
nepeyeHb KOTOPBIX OIpeIesieTcsl YCTaBOM 00pa30BaTEIbHON OpraHU3allHH.

3.8. Pexum paboThl OMOIMOTEKH ONpEAeseTCS 3aBEAYIOIHMM OHOIMOTEKON C ydeToM
pexuma paboTel oOpa3oBaTenbHO# opranuzauuu. OAWH pa3 B MecAll IpeaycMaTpUBACTCS
CaHHUTAPHBIN JIeHb, B KOTOPBII 00CITy>KWBaHUE T0JIb30BATEICH HE TPOU3BOTUTCS.

4. YdeT nocTynJieHusi U BbIOBITHS IOKYMEHTOB 0U0/1H0TedHOro hoHa

4.1. IlpueM nOKYMEHTOB B (OH] OUOIMOTEKH BKIIIOYAET CICAYIOIINE ONEpaliu:

. CBEpKa IMOCTYIUICHHH C TEPBUYHBIM YYETHBIM JOKyMEHTOM (HakKIagHas, aKT),
BKJIIOUAIOLIUM CIHUCOK MOCTYMUBIIUX JTOKYMEHTOB,;

. COCTaBIIEHHE TEPBUYHOTO YYETHOTO JIOKyMEHTa [ TOCTyIUJIeHHd  0e3
COMPOBOIUTENBHOM TOKYMEHTAIUH,

. peructpaiys MOCTYMHUBIIMX JOKYMEHTOB B PETUCTPAX CYMMapHOTO, TPYIIOBOTO U
uapuBuayansHoro  yuera ('OCT  7.0.93-2015  «bubGnuorteunsiii  ¢oua.  TexHomorus
bopMupoBaHUs).

4.2. Tlpu mNOMONHEHHWH OCHOBHOTO OuOMMOTeyHOro ¢oHAa HEOoOXOaUMO COOII0IaTh
TpeboBanusi DenepanpHoro 3akoHa ot 25.07.2002 Ne 114-®3 «O mnpoTUBOACHCTBHUH
OKCTPEMHUCTCKON  JedaTenbHOCTW». JIOKyMeHTHI, BKIoueHHble B  DenepanbHbIi  CHHCOK
IKCTPEMHUCTCKUX MatepuaioB (mamee — D®COM), omyOnMKOBaHHBIM Ha O(UIMATILHOM CcaiTe
Mumntocra (http://minjust.ru/ru/extremist-materials), npuoOperaTs 3anperieHo, npy BHISIBICHHN UX B
¢dboHme — M3BIMATh U3 JOCTYIA.



4.3. Yder u 06paboTKa TOKYMEHTOB OMOIMOTEYHOTO (hOH/A.

431 Yuer u o00paboTKa JOKYMEHTOB OCHOBHOTO (OHAA  OCYIIECTBISECTCS
WHJAUBUIYAIBHBIM criocoOoM. CBeOeHHS O MOCTYNMUBIIMX II€YATHBIX JOKYMEHTAaX BHOCATCS B
«KHUTY CyMMapHOTO ydeTa JOKyMEHTOB OCHOBHOTO (DOHTa».

[MocTynmuBIIMM JOKYMEHTaM MPHCBAMBAIOT WHAMBUAYAJIbHBIA PErHCTPALMOHHBIA HOMED
(MHBeHTapHBIH HOMEp WJIM HMHOW 3HAK, NPUHATHIA B KauyeCTBE PErHCTPAI[MOHHOTO HOMEpa,
CHCTEMHBII HOMEP VIS DJICKTPOHHBIX JOKYMEHTOB) U IIK(P XpaHCHUS.

Perucrpanmonnsie HOMepa W MH(PBI OTMEYAIOT B PErHCTPax HHIMBHIYATbHOTO ydYeTa
JOKYMEHTOB — HMHBEHTApHOW KHHIE, KapTOTEKE DPErHCTpalMd Ta3eT, XYpHAJIOB, y4eTHOU Oase
JTAHHBIX.

Bece sk3eMIUIippl NMPHUHATBIX W3JaHUN IITemnentororcs. llltemmens ¢ HauMeHOBaHHEM
00pa30BaTeNIbHON OpraHu3aluy JT0JDKEH OBITh IPSIMOYrOJIbHOM (POpMBI, pazMepoM He OOJIbIIe YeM
1,5%x 4 cm.

[Itemnens craBUTCS HA 000POTE TUTYIILHOTO JHUCTA (IIPU OTCYTCTBHU THUTYJIBHOTO JINCTA —
Ha MEPBOM CTpaHUIC TEKCTa IO 3arjaBheM), Ha 17-i cTpaHwMIle MOJ TEKCTOM B JICBOM HIKHEM
yIIIy ¥ Ha 000poTe KaXkI0ro mpuiioxkeHus. Ha Opomrropax u xKypHajgax MITEMIENb CTAaBUTCS TOJIBKO
Ha 00JIOKKE WJIM Ha TIEPBOM CTPaHMUIIE TEKCTa.

CoctraB ocHoBHOrO (oHAa (GUKCHUPYETCS B KApTOYHOM ain(aBUTHOM KaTajore, B
ANIEKTPOHHOM 0a3e TaHHBIX OMOIMOTEKH.

4.3.2. Yyer m oOpaboTka crenuanu3upoBaHHoro ¢ouma. Crenuaan3upoBaHHbI (HoHT
YUUTBHIBAETCS] U XPAHUTCS OTJIEIBHO OT OCHOBHOTO OMOMoTeYHOro (hoHa.

VYdeT MOKYMEHTOB CIENHAIN3UPOBAHHOTO (POHMA, KaK MHOTOIK3EMIUISIPHOW JIMTEPaTypHl,
OCYIIECTBIISIETCS TPYNIIOBBIM CIOCOOOM M oTpaxkaercss B «KHHre cymmapHOTO ydera y4eOHOTO
(dboHma» U B KAPTOTEKE PETHUCTPALIMOHHBIX KapTOUEK.

Ha xaxnoe HauMeHOBaHHME JOKYMEHTOB CIEIHAIM3UPOBAHHOTO (oHAA 3aBOIUTCS
OT/IeNIbHAs ydeTHas kKapTouka. KapTouku ¢ 6ubiamorpaduyeckuM ONMHMCAHUEM H3JaHUN y4eOHUKOB
paccTaBiAIOTCA B YYETHYIO KapTOTEKy IO KjaccaM, a BHYTPH KJIaccoB — Mo andaBUTy (aMUIHii
aBTOPOB WJIU 3ariaBuid. J{J11 KOHTPOJIS 32 COXPAHHOCTBIO YYETHBIX KAPTOUEK OHU PErHCTPUPYIOTCS
B «KypHane peructpaiuu y4eTHbIX KapTOueK Y4eOHUKOBY.

Texuuueckast 00paboTKa JOKYMEHTOB MPEAYCMAaTPUBAET CIEAYIOLIUE OTIepalliu:

. MPOCTaBJIEHHE Ha KaXXJOM JOKYMEHTE IITeMIleNisi OMOIMOTEKH B COOTBETCTBHH C
myHKTOM 4.3.1 HACTOSIIEro MOJIOKECHHS.

VY4yer cneuuanu3upoBaHHOTO (oHAA MpeaycMaTpUBaeT OTPaKEHHE €ro cocraBa B
CIpaBOYHO-OMOMMOrpadrueckomM amnmapare OUOIMOTEKHM, B TOM 4YHCIE B 3JEKTPOHHOW 0aze
JTAHHBIX.

4.4. BpiObITHE TOKYMEHTOB OMOIMOTEYHOTO (hOHIA.

4.4.1. IlpuunHbL, MO KOTOPHIM JOKYMEHT MOXKET ObITh BBHIBEJCH U3 COCTaBa OMOIMOTEYHOTO
¢doHma, BKIOYAIOT B TOM YHUCIE BETXOCTh, NE(PEKTHOCTh, YCTApEIOCTh MO COACPKAHUIO, yTpaTy.
Uckmouenne nokymeHTa u3 OMOIMOTEYHOro (oHIa MPOBOIMUTCS HA OCHOBAHWMHU aHAJIM3a COCTaBa
6ubnroreyHoro (hoHaa U pe3yabTaTOB €ro MPOBEPKHU.

4.4.2. Tlog BeTXOCThIO JOKYMEHTa MOHUMAIOT pPE3ylbTaT €CTECTBEHHOTO CTapeHUs WU
¢u3n4ecKoro U3HOCa JIOKYMEHTA.

4.43. Tlon negekTHOCThIO AOKYMEHTa MOHHMMAIOT YAaCTUYHYIO WM TOJHYI YTpaTy
AKCIUTYaTAI[MOHHBIX KAYECTB JOKYMEHTA B pe3y/IbTaTe BHEIIHETO BO3ICHCTBUSI.

4.4.4. Tlox ycTapenocThi0 MO COJEPKAHUIO NMOHUMAIOT MOTEPI0 AKTyalbHOCTH TEMaTHKH,
MOJITBEPXKIAEMYIO OTCYTCTBHEM CIIpOca YUTaTeNeld, HeBOCTPEOOBAaHHOCTHIO B IepepacipeeIeHUN
U peanu3aiuu.

4.4.5. Tlon yrpatoif NOKyMEHTa TNOHUMAIOT €ro OTCYTCTBHE B (oHIEe OMOIMOTEKH IO
NpUYMHAM TIOTEPH, XWIIEHUS, OCICTBUI CTHUXMIHOTO, TEXHOTCHHOTO (B TOM YHCIE XaKepCKOi
aTakd ¥ HEBOCCTAaHOBUMOTO c0Os 3JIEKTPOHHOTO 00OPYZIOBaHMS) MM COLMAIBHOTO XapakTepa, Mo
HEYCTAaHOBJICHHOW NPUYUHE.



4.4.6. Ilpomecc HCKIIOYEHUS JOKYMEHTOB M3 (oHIA OHOIMOTEKH OCYILIECTBIISETCS B
cooTBeTcTBUU ¢ llopsimkom y4yera JOKYMEHTOB, BXOJSIIMX B COCTaB OHOIMOTEYHOro (QoHIa,
YTBEP)KJICHHBIM npuKazoM MuHkynsTypsl oT 08.10.2012 Ne 1077.

4.4.7. BpiObITHE JTOKYMEHTOB OHOIMOTEYHOTO (DOHAA TMPOUW3BOJUTCS B PE3yNIbTaTe HUX
CIHMCaHUsI KOMUCCHEH, CO3ITaHHON PyKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3alty.

4.4.8. YTwimzanus CIUCAHHBIX JOKYMEHTOB OHOIMOTEYHOro (OHAA MPOU3BOIUTCS B
COOTBETCTBUU C 3aKOHOJATENBCTBOM PD.

5. IIpoBepka 10KyMeHTOB O0U0/IHOTEYHOr0 (poHIa

5.1. IlnanoBas mpoBepka JOKYMEHTOB OHMOJIMOTEYHOTO (OoHAA MPOBOJUTCA C
MEPUOJUYHOCTBIO OJIMH pa3 B IATh JIET HAa OCHOBAaHUM Trpaduka IPOBEPKH, YTBEPKIECHHOTO
3aBENYIOIINM OUOIIMOTEKOM.

5.2. BHemnaHoBas TIpoBepKa JTOKYMEHTOB OWOIMOTEYHOTO (OHIA TPOU3BOIUTCS B
0053aTeNTLHOM TOPSIJIKE:

. IIpY BBIABJIEHUU (PAKTOB XUILIEHMSI, 3I0YNOTPEOIEHUS WIN NTOPYHU TOKYMEHTOB;

. B Cllydyae CTUXMMHOro O€ICTBHUs, MOKapa WM JPYTUX 4YpEe3BbIYANHBIX CUTYalUH,
BBI3BAHHBIX KCTPEMAIILHBIMHU YCIIOBHSIMU,

. MIpY peopraHu3aliiy Ui JIMKBUALUU 00pa30BaTeIbHOM OpraHu3aluy.

5.3. TlpoBepka ¢GoHAa Ha TpeAMET HAJIWYUSA B HEM JOKYMEHTOB, BKJIFOUCHHBIX B
OCOM, npoBoauTCs:

. TIPH TIOCTYIUICHAH HOBBIX JOKYMEHTOB B (DOHT;

. cucTeMaTHYecKu (HE peske OJHOTO pasza B TpH Mecsma) myreM cBepku @COM co
CIpaBOYHO-OMOIMOTrpadraeckum armapaTtom GoHIa OMOINOTEKH.

5.4. Tlo uToraMm TPOBEPKH 3aBENYIONINN OMOIMOTEKON COCTaBIIACT aKT, MOMMUCHIBACT U
XpaHUT €ro B OMOIMOTEKEe B TEUEHUE CPOKA, YCTAHOBIEHHOIO HOMEHKIJIaTypoil aen. Ecnu kakue-to
JOKYMEHTBI OTCYTCTBYIOT IO HEYCTAaHOBIIEHHOM MPUYMHE, TO K aKTy MPUKIIAABIBAETCS UX CIIHCOK, B
KOTOPOM (DUKCUPYIOTCS CBEICHHSI O KOJIMYECTBE JOKYMEHTOB OMOIMOTeYHOTO (hOH/IA B HATMYUHA U
KOJIMYECTBE OTCYTCTBYIOUIMX JOKYMEHTOB, B TOM 4YMCJIE 10 HEYCTaHOBJIEHHOW mpuumHe. B akre
TaK)Ke YKa3bIBAIOTCS HOMEP U JlaTa aKTa MpeAblayIIeil MPOBEPKH.

[Ipn BbIsiBIEHUM B Ipolecce MpoBepkH (OHAA OTCYTCTBYIOUIUX JOKYMEHTOB H
HEBO3MOXXHOCTH YCTAHOBJICHUS BHUHOBHBIX JIMI] YOBITKM 110 HEIOCTayaM CIIMCBHIBAIOTCS B
COOTBETCTBUU C JICHCTBYIOIIUM 3aKOHOJATEIECTBOM.

5.5. Jlna npoBepku OubaroreyHoro (GoHma 0O0pa3oBaTEIbHOM OpraHu3aIlMyd Ha MPEIMET
HaJU4Ms B HEM JIOKYMEHTOB, BKIOUeHHBIX B DCOM, B 00pazoBaTebHON OpraHU3alud CO3AeTCs
cnenuansbHas Komuccuss mo cBepke Oubiamoreynoro ¢ouaa c¢ DeaepaibHbBIM  CHUCKOM
OKCTPEMHUCTCKUX MAaTepUaloB, BBISBICHHUIO, U3BATUIO U YHUYTOKEHHIO SKCTPEMHUCTCKHX
MmarepuaioB (mamee — Komwuccust 1Mo mpoBepke IKCTPEMHCTCKHX —MaTepUalioB), KOTOpast
cucTeMaTHYecku (HE peke OJHOTO pa3a B TPU MeECsIa) OCYIICCTBIISET MPOBEPKY OHOIMOTEYHOTO
¢donma oOpa3oBaTeIbHON OpraHU3alliy Ha MpEeAMET HaJU4us B HEM JOKYMEHTOB, BKIIFOUCHHBIX B
OCOM, nyrem cBepku @COM co cripaBouHO-O0ubIMOrpaduueckuM ammnaparoM (oHa.

[Ipu BBIABIEHUU NOKyMEHTa, BkItoueHHOro B ®COM, Ha 3Tane KomIuiekToBaHusi (hoHaa
yKa3aHHBIM JOKYMEHT HE MOJJEKHUT BKIIOYCHHIO B OuOMuMoTeuHbld (oHA 0O0pa3oBaTenbHOM
OpraHu3aIiHy.

B cnyuae BeIsiBIeHUS AOKyMeHTa, BKIOYeHHOTO B ®COM u yxe Haxopsmerocs B (oHae
O6ubIroTekn 00pa30BaTeNFHON OpraHu3aliy, TOKyMEHT HCKIIoUaeTcs u3 oubnuoreqyHoro GhoHaa u
MOJICKUT YHUUTOKEHHUIO.

6. [lopsigok mosib30BaHus OMOIMOTEKOMH

6.1. 3anuce oOyyaroniuxcst 00pazoBaTeNbHON OpraHU3aly B OMOINOTEKY POU3BOIUTCS IO
CIIMCOYHOMY COCTaBY KJlacca B MHIMBHUAYAIILHOM MOPSIIKE, MMEeJAarormueckKuXx M MHBIX PaOOTHHUKOB
00pa3oBaTeNIbHOW OpraHu3alliK, poauTeNieii (MHBIX 3aKOHHBIX MPEJACTABUTENCH) 00yJaromuxcs —
o macnopty. [lepeperucrparus moip3oBareneil OMOITUOTEKH MPOU3BOIUTCS €KETOTHO.



6.2. JlokyMeHTOM, MOJTBEPXAAIOUIMM TIPAaBO TIOJH30BAHUS OUOIMOTEKOM, SBISETCA
YUTATeNLCKUN  popmyisip. YuraTenbckuil Gopmyinsp (UKCHUpYEeT 1aTy BBIAAYM I10JIH30BATEIIO
JOKYMEHTOB U3 (OHIa OMOIMOTEKH U MX BO3BpAIICHUS B ONOIHOTEKY.

6.3. [Topsaok MoIb30BaHMsT A00HEMEHTOM:

6.3.1. [Tomp30BaTenN UMEIOT NMPABO MOJYYUTh HA JOM M3 MHOTOTOMHBIX M3/aHUI He Oojee
JBYX TOKYMEHTOB OJTHOBPEMEHHO.

6.3.2. MakcumanbsHbIe CPOKH TTOJIB30BAHUS TOKYMEHTAMHU:

. y4eOHUKH, yaeOHbIe TOCOOUS — y4eOHBIN TO;
. Hay4yHO-TIONYJIsIpHAs, [T03HABATEIbHAsl, XyA0KECTBEHHAs JIUTepaTypa — OJJUH MECHILL;
. MEePUOINYECKHUE U3/1aHNs, U3JaHKsI IOBBIILIEHHOTO cripoca — 15 Hel.

6.3.3. Ilosp3oBareny MOTYT MPOJUTHTH CPOK IOJB30BAHUS JTOKYMEHTaMH, ©CIM Ha HHX
OTCYTCTBYET CIIPOC CO CTOPOHBI APYIUX MOIH30BATEICH.

6.4. TTops10K MOJTb30BAHUS YUTATEHBIM 3JIOM.

6.4.1. JlokyMeHTHI, TpeaHa3HaueHHbIE JUIsI pabOTHl B UYWTAJIBHOM 3aie, Ha JOM HE
BBIJAFOTCSL.

6.4.2. DHIUKIIONEINYU, CIPABOYHHUKH, PEIKUE, IEHHBIC W HMMCIOIIUECS B EAMHCTBCHHOM
IK3EMIUTSAPE JTOKYMEHTHI BBIIAIOTCS TOJBKO I paOOTHI B YHTATHLHOM 3alle.

6.5. [Topsimok paboOThI ¢ KOMITBIOTEPOM, PACIIOJIOKEHHBIM B OMOIHOTEKE.

6.5.1. PaboTa ¢ KOMITBIOTEPOM Y4aCTHUKOB 00pa30BaTEIBHOTO MPOIIECca MPOU3BOIUTCS IO
rpaduKy, YTBEpKICHHOMY PYKOBOJHUTEIIEM OOpa30BaTeIbHOW OpraHW3aIlii, U B TMPHCYTCTBHH
COTPYIHHUKA OMOIIMOTEKH.

6.5.2. Paspemaercs paboTa 3a OJHUM TIEPCOHAIBLHBIM KOMITBIOTEPOM HE OoJiee IBYX
YEJIOBEK OJJHOBPEMEHHO.

6.5.3. Tlomp3oBarens MMeeT mpaBo paboOTaTh ¢ COOCTBEHHBIM HOCHTENEM HHGOpPMAIH
MOCJIe MPEIBAPUTEIHLHOTO TECTUPOBAHMS €r0 PAOOTHUKOM OMOIIMOTEKH.

6.5.4. Tlo Bcem Bompocam Tmoucka WHGOPMAIMKM B HHTEPHETE IIOJH30BATENb JOJKCH
oOpamatecss K pPabOTHUKY OWOIMOTEKH; 3ampemniacTcss oOpalleHHe K pecypcaM HWHTEPHETa,
MIpeIoJIararoiiM OIUIaTy.

6.5.5. PabGota Cc KOMIIBIOTEpOM MPOU3BOJIUTCS COTJIACHO YTBEP)KICHHBIM CaHUTApHO-
TUTHEHUYECKUM TPEeOOBaHUSIM.

7. IllpaBa u 00513aHHOCTH OHOJINOTEKH

7.1. PaGoTHHK OMOIMOTEKH UMEET MPaBo:.

e CaMOCTOSITEJILHO  BBIOMpaTh  (OPMBI, CpeACTBA W METOJIbl  OMOJIMOTEYHO-
MH(OPMALIMOHHOTO  OOCIY)XMBaHHSI 00pa30BaTEIbHOTO U BOCIUTATENBHOTO IPOILIECCOB B
COOTBETCTBUU C LEISIMH U 3aJadyaMi, YKa3aHHBIMU B ycCTaBe 0Opa3oBaTelbHOM OpraHU3aluu U
[IOJIOKEHUU O OMOJINOTEKE;

e TMPOBOAWTH B YCTAHOBJICHHOM IMOPSJKE (PaKyIbTaTUBHBIC 3aHSATHUS, YPOKH U KPYKKU
6ubIoTeyHO-0nbIorpadguuecKux 3HaHUN U UHOOPMALIMOHHON KYIbTYPHI,

e ONPEIENATh UCTOYHUKU KOMIUIEKTOBAHUS WH(DOPMAIIMOHHBIX PECYPCOB,;

e U3BIMATh U PEaAM30BbIBaTh JOKYMEHTHI U3 ()OHJOB B COOTBETCTBUM C MHCTPYKIIHEH IO
yueTy 6ubauoreyHoro GpoHpa,;

e y4YaCTBOBAaTh B YIPaBJICHUHM 00pPa30BATENbHON OpraHHU3aIluH B MOPSJIKE, OMpeaeIsieMOM
yCTaBOM;

e YyYaCTBOBaTh B COOTBETCTBMU C 3aKOHOJATENbcTBOM P® B pabore OHOIMOTEYHBIX
accollMalui WK COF030B.

7.2. PaGoTHHK OUONMHOTEKN OOS3aHBbI:

e 00€ecCmeYynTh MOJH30BATENSIM BO3MOXXHOCTh Pa0OTHI ¢ HMH(POPMALMOHHBIMU pecypcaMu
OUOIMOTEKH;

e uHGOPMUPOBATH MMOJTH30BATENEH O BUAX MPEIOCTABIAEMbIX OHOIMOTEKON yCIyT,

e OCYIIECTBISTH TUTAHOBHIE U BHEIUIAHOBHIE MPOBEPKH OMOTUOTEUHOTO (POHIA, PETYISIPHO
OCYILIECTBIISATh POBEPKY OubIMoTeyHoro (oHAaa oOpa3oBaTeNbHOM OpraHW3alil Ha MpPEAMET
HaJIM4Us B HEM JJOKYMEHTOB, BKIIOUeHHBIX B DCOM,;



e 00ecreynTh HayYHYIO OPTaHu3aIio (GOHIOB M KaTaloroB;

e (opmupoBaTh (OHIBI B COOTBETCTBHH C YTBEPXKICHHBIMU (penepaabHbIMUA MEPEUHIMU
yu4eOHBIX  M3JaHUN, OCHOBHBIMH  OOpa3oBaTeNbHBIMH  MpOrpaMMaMu  0Opa30BATEILHOM
OpraHu3alluy, HTEPECaMH, TOTPEOHOCTSIMH U 3aPOCaMU BCEX KaTETOPHid MMOJIb30BaTENCH;

e COBEpIICHCTBOBATH uH(pOpPMaIMOHHO-OnOIHorpadudecKoe u OoubMoTeYHoe
00CTyKMBaHUE TIOJIL30BATEIICH;

e o0ecrieynBaTh  COXPAaHHOCTh  MWCIONB30BaHMA  HOcuTenedl  wmHbopmammu,  HX
CHCTEMaTH3aIHIO, Pa3MELICHNE U XpaHCHHUE,

e o0ecreynBaTh pPEXHM pPadOTHl B COOTBETCTBUU C IMOTPEOHOCTSMH IOJIb30BATEICH W
paboToif 00pazoBaTEIHLHON OpPraHU3AIINH;

e OTYHUTHIBATBECA B YCTAaHOBICHHOM IOPSAIKE TEepea PYKOBOIUTENEM 00pa3oBaTeIbHOMN
OpraHH3aITiH.

8. [IpaBa u 00SI3aHHOCTH TMOJIb30BaTeJIell OHOJINOTeKH

8.1. [Tomp30BaTeny OMOTMOTEKH UMEIOT TTPABO:

e  TIOJIyYaTh MOJHYIO MH(GOPMAIKIO O cocTaBe OmbimnoTeyHoro GpoHaa, MHPOPMAITMOHHBIX
pecypcax u mpeaoCTaBlIIeMbIX OUOIMOTEKOM yCIyTrax;

e  TOJB30BATHCS CIPABOYHO-OMONIMOTrpaduIecKiM anmnapaToM OMOINOTEKH;

e  IOJYYaTh KOHCYJIHTAI[MOHHYIO TOMOIIH B TIONCKE U BHIOOPE NCTOYHUKOB MH(POPMAITHH;

e  TIOJy4aTh BO BPEMEHHOE TOJIh30BaHNE Ha A0OHEMEHTE M B YMTAJIHHOM 3aJie TIeUYaTHBIE
W3JIaHus, ayJIMOBH3yaTbHBIC JOKYMEHTHI H IPYTrUe UCTOYHUKN WHPOPMAITUH;

e  TPOIJIEBATh CPOK MOJIB30BAHUS JOKYMEHTAMH;

e MOJyYaTh TeMaTHueckue, ¢akrorpapuueckue, yTOUHSIOMME M OuOIMorpaduueckue
CIIpaBKH Ha OCHOBE (PoHIa OMOTNOTEKH;

e TIOJy4aTh KOHCYJITAIHOHHYIO TOMOIIb B padoTe ¢ MH(OpMAaIUe MpH MOJb30BAHUU
ANIEKTPOHHBIM ¥ HHBIM 000PYIOBaHUEM;

e  yYacTBOBATh B MEPOIPHATHUSAX, TPOBOIUMBIX OHMOITHOTEKOM.

8.2. Ilonb3oBaTenu 6UOANMOTEKH 00SI3aHbI:

e  coOmo/aTh MpaBuiia MOJIB30BAHUS OMOIMOTEKOM;

e  OepeXHO OTHOCHUTHCS K MPOM3BEICHUSAM TeyaTd (HE BBIPHIBATh, HE 3aru0aTh CTPAHHIIL,
HE JleflaTh B KHUrax IMOAYCPKUBAHUM, MOMETOK), MHBIM JOKYMEHTaM Ha Pa3JIMYHBIX HOCHUTEISX,
000pyI0BaHUIO, HHBEHTAPIO;

e  TOJICPKHUBATH TOPSIOK PACCTAHOBKH JIOKYMEHTOB B OTKPBITOM JIOCTYyIe OMOIHMOTEKH,
PacIoJIOKEHUS KapTOUYCK B KaTajaorax u KapToTeKax;

e  TIOJIb30BAThCS IIEHHBIMH M CIPABOYHBIMH JOKYMEHTAMH TOJBKO B IOMEIICHUU
OHnOIMOTEKH;

e yOeIUTHCS MPH MOJYYCHUU TOKYMEHTOB B OTCYTCTBUU JIE(EKTOB, a P OOHAPYKECHUH
npouHdopmupoBaTh 00 3TOM paboTHHKAa OuOIMOTeKH. OTBETCTBEHHOCTH 32 OOHApY)KEHHBIE
nedeKThl B claBacMbIX JOKYMEHTaX HECET MOCIICTHHIA MOJIb30BaTEIb;

e  DACIUCHIBATBCS B YUTATECIBCKOM (QOpMyIspe 3a KaKAbIH MOJYYCHHBIH JOKYMEHT
(ucxmouenue: obydaromuecs: 1-4-x KI1accoB);

e  BO3BpallaTh JOKYMECHTHI B OMOJIMOTEKY B YCTAaHOBJICHHBIC CPOKH;

e 3aMEHSTh JOKYMEHThl OMONMMOTEKH B CIydae UX YTPAThl WU MOPYH UM PaBHOLIEHHBIMH
160 KOMIEHCHPOBATh YIIepO B pa3Mepe, YCTAaHOBIEHHOM MPaBUIIaAMH MOJIb30BaHMs OMOIUOTEKOIH;

e  TOJHOCTBHIO PACCUUTATHCA C OMOMMOTEKOM MO WCTEUEHUU CPOKa OOyUSHHS UIH PaOOTHI
B 00111€00pa30BaTEIbHOM YUPEKACHUU.
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